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MEMORANDUM FOR: 0/DDA Staffs

FROM : EO/DDA

SUBJECT ¢ Reduction of Files

1. Over the past six months, the 0/DDA Registry has completed a
drastic revision of our filing system. The new system is such that
documents can be retrieved in a more timely, efficient manner. During
this effort, Registry personnel have also reduced the amount of material
which was unnecessarily stored in the vault. With these two developments,
the Registry is now in a much. improyed position to assist you both with
information retrieval and file reduction.

2. In light of the above, it is requested that all 0/DDA staffs
reduce their file holdings as soon as possible so that we can better
utilize our limited space by eliminating some of our existing safes.
Because of our limited surroundings we should only retain working files
in safes for which we have frequent need; all other materials can be filed
in the vault, retired to the Records Center, or destroyed.

3. will be visiting with each of ‘you to assist you in
this endeavor.
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